POSITION DESCRIPTION M -2
Town of Needham Director of Park and Recreation 5197

Duties:

Under the generd direction of the Park and Recreation Commission, administer acomprehensiverecregtion
program for the Town of Needham, including management of over 400 acres of land, playgrounds, athletic
fidds, sdlected school fields, awaterfront, including an outdoor pool, sailing areaand abath house, various
passive parks and squares, acamp area, and al recreationa programs; and schedule all propertiesinduding
those under the jurisdiction of the Board of Sdlectmen.

Plan, organize and direct al Park and Recresation programs, services and facilities, develop organizationd
sructuresfor al seasond staff and volunteers; and recruit, interview, sdect, hire, train, promote, transfer
and recommend separation, salary and other personnel actions.

Develop and oversee the department's capital and operating budgets, direct the expenditure of same;
recommend and oversee collection and accounting of user fees; maintain dl reports and recordsincluding
the recording of gifts, municipd, Sate, trugt, federa, and revolving funds for programs and services, and
work with the Finance Director and Town Counsel on insurance/liability issues.

Direct and arrange with the Superintendents of Parks, Highways, Water & Sewer, and Engineering the
maintenance and operation of parks and recreationd facilities and equipment; coordinate long and
short-term planning with the Director of Public Works and Superintendents; evauate green space needs
and the impact of growth on properties; and recommend measures to ensure the protection of the park
system; and ensure department compliance with relevant state and federa laws and regulations.

Assg in defining the philosophy, goas and customer servicefocus of the Park and Recregtion Commission
to the public; utilize visud, ora and al forms of written communication to market and promote utilization of
facilities, programs and services to public and private organizations, groups and individuas, and devate
awareness of leisure activitiesand physica fitnessthrough public spesking to organizations, groups, schoals,
colleges and individuas.

Encourage and maintain cooperative planning and working relationships with local community agencies,
date and federd governments, industria corporations, private businesses, state, regiond and nationa
agencies, clergy, media, tradesmen and municipa departments; organize, supervise direct and establish
individud, group or organizationa recreationa councilsand committees; attend twice monthly commission
mestings, and prepare agendas, communicate financia, facility and program status, and record minutes,

Assess the performance of the Park and Recreation Department in relaion to established gods and
changing needs of the community, evaluate the performance of department personnel; recommend new
approaches, policies, procedures and long-range plansfor improvement of efficiency and effectiveness of
the Park and Recresation Department facilities and services; and implement policies and procedures.

Enhance public awareness and public rdations by identifying and attaining funds through businesses,
community organizations, corporations, and individuas, identify fund sources, research and write grant
gpplications, and administer and report on grant services.



Serve as amember of the Municipd Building Maintenance Board; consult with locd schools, PTA's and
other groupsregarding safety and other features of play apparatus and equipment; participatein professond
recreation organizations and seminars to remain current on research, trends, programming, legidative
initiatives, marketing and other issues affecting the Park and Recrestion profession; and maintain certification
through atendance and completion of continuing education programs.

Basic Knowledge:

Dutiesrequireintensive knowledge of parks, recreation and leisure services and strong communicationskills
equivaent to four years of college with a degree in parks and recreetion, parks adminigtration or leisure
adminigration.

Experience:

Position requires up to five (5) years of professona park and recreation experience, including three (3)
years asapark and recreation director with financia and facility management and supervisory experience.
A vdid motor vehicle licenseisrequired for this postion

I ndependent Action:

Responghilities include the establishment of program content, acquisition of materias and equipment,
deployment of personnel, development of short and long-term goals, management of operational budget
expenditures, marketing, public speaking and implementation of new sarvicesreferring to the Commission
for changes in fee dructure, purchase of capitd facilities or other non-operationa budget items, and
clarification, interpretation or exception to Town policy.

Supervisory Responsibility:

Supervisele sure programsand recreationd facilitiesthrough three full-time administrative $aff and seesond
daff of 14-18 FTE's and a corps of volunteers equivaent to 8 FTE's.

Physical and Environmental Standards:

Norma working environment, not subject to extremes in temperatures, noise, odors etc. whenin
office; frequent exposure to weether when outsde overseeing programs or planning maintenance.
Regular interruptions to asss citizens.

May spend extended periods at terminal, on telephone, or operating other office machines, requiring
eye-hand coordination and finger dexterity.

Regular lifting and carrying of files, documents, records, and supplies for facilities and programs.
Some travel within the Town to plan, oversee, or provide departmental services.
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